. - : | OFFICE OF THE SECRETARY OF STATE

APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY

RECORDS MANAGEMENT DiVISION
INSTRUCTIONS: See Publrcatlon No. 76—RM-1 for instructions on completing this form. Forward signed originat to

Department of Archives and History, Records Management Division, 330 Capltot Avenue, Atlanta, Georgia, 30334
Attention: Schaduling Saction. .

POR AGENCY USE 1. Agency Addrass FOR RECORDS MANAGEMENT USE
Application Date Georgia Department of Human Resources Application Numbar
March 23, 1976 Division of Benefits Payments 7(9 - ‘ \0
Applicstion Number Food Stamp Unit - 618 Ponce de Leon, N.E.[Date Recaived Date Complated
DHR=47 Atlanta, Georgia 30306 , MAR 26 1978 l APR 01 1976
-;. Parson tomC;ntact | Working Title Telephone Number =

Ms, Betty Bondurant _ Secretary III ‘ - 894-4246
3. Action Requested R

8. G Estabisn Retention Schedule; record will continue to accumulate.

b c Dlspose of present accumulation; no further accumulation anncrpated

¢. O Amend ApplicationNo, . .....___. . Check One: O Change; (] Supercede, O Vord

4, Datss of Series 5. Racords Series Title [followsd by title used in office; if differsnt) T
Earliest Latest : . _

1971 l. present. FOOD STAMP ADMINISTRATIVE FILES .
8. Division and Office Fungtion _. __ What is the function of the Divulon and the Offlce in which this record series is created?

The Division of Benefits Payments is responsible for supervising and regulating assistance

programs which provide to indigents in the State food and monetary assistance and/or medical
care, :

The Food Stamp Unit is responsible for the administration of the Food Stamp program within
the State, Included,=but not limited to, are: the certification of applicant households;
the acceptance, storage, and protection of coupons after their delivery to receiving points
within the State; outreach to potentially eligible households; the issuance of food ‘eoupons’
to eligible households' afid the control of and accounta’bility for the-food coupons. '

7. Record Sorios Description This file contains the followmg documents finclude form numbers and mfes if any):
- : ‘ Attach samples of the flle

Documents relating to: '
administering the Food Stamp program in the State of Georgia.

Included are: ' ' o
correspondence from United States Department of Agriculture; documents pertaining to
issuance of food stamps (shipping lists, food coupon status reports, master directory,
transfer receipts); meetings, workshops, and training sessions; outreach reports;

Food Stamp Plan of Operation (frequently amended); report of Food Stamp Program Parti-
cipation (monthly); and regulations.

File is arranged: _
alphabetically by subject.

8. Monthly Refarence Rate How often are records referred to which are: o
One to six months old daily . Seven to twelve months old ﬁ.a_ilL.___ Thirteen to twenty-four months old%_
twenty-five months and older _.95_2.&.31.01131 ._ _
8. Annud Rats of Accumﬂlatlon of Records =
Letter-size drawers ; Legal-size drawers

:Shelves _________:Other [spacify)

AR=BT1; Rev, 78

- I I R - Y




- . ! sl
(Y88 | NO 10, Questionnalre _(Place an ““X" in the proper column} N
" a. Is this the official copy of the series? i
If not, whare is jt?
x b. Does the series contain confidential information requiring security handling? If yes, cite law or regulatlon
. ¢. Is this a vitai record? ‘ '
x d. Does this series have historical or long term research vnlue?
¢. When one or two documents in the file make it necessary to keep the entire file for a fong period, could these
X documents be scheduled separateiy? -
X f. lnhLmiqrmummzmmmhuﬂﬂmmmubadLMch copy. ]
g. Is the information contained i in thns senes ever analvmd md[or ret:orded ina summanzed report7 -
X _if ves, attach coQv,
h. Is there a duplication of this series in your office, or in another office or agency? T~
X It ves, where?
x L ls this sarias {ar a major portion of it! regularly micrafilimed?
X_1 1. Does the record series result in 3 computer Orintout? S

11. Retantion Requirements The following requires the series to be kept:

d. Audit period

_years.

State Records Committes (ngnatum)

. Sﬁtl Law years.
b, Statuts of limitation - years. ¢." Administrative need years,
¢. Federal law 3 years. . Federal retention instructions . Y®ars.
Attach copy or excert of laws or regutations. Explai’r{é'dm'inisfra"t'i\}é_rie"ed" DR - i
See attached regulation - Federal Register page 11261 - needed for reference
12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each: -
Corde en T R D Calendar Yesr; KkF:scal Year; O Gther ' : then, g
s BT T :..n 6o . s ‘ - Dk P S e A
3 Hold in the current files area. month(s}__z_.z.__vear(si then B T S
O Transter ta locsl holding area; hqld year(s); then - - . R - E T AT T
@ Transter to State Rgcords Center hold:. ‘____-i,._year{s).then T R St ST Eob PR 51 ; e
3 Destroy.
0 Transfer to State Archwes for permanent retention.
O Other (Specify!
Thess in'st'ructians appiy to ai! pl"ior and future accumulations of the series,
| Agency Head/Designes (Signature) Date Records Management Officer (Signature) N\ Date
. )
565@ L. Emmw 3-23-7 J,Z’gx,wi?u )4/ M "3/,23/7{,

Recommendations in para- ' QQ
graph 12 are approved, State Auditor/Designee (\ \\ b P
(It disspproved, attach latter _ Al W\ \'\ oo 330k
of explanation.) Secrety tate/Designee é 3 ~2¥7 ~Z é
V4
5 Attorney General/Designee - % p R4 7/9/
- H [} e - 7

(Réverss Side)




